ALDERLEY EDGE COMMUNITY PRIMARY SCHOOL

Policy No:  49 – Visits out of School


A Policy for Visits out of School

Rationale

There are many considerations when planning a class visit out of school.  These include the price, the suitability of the place and especially aspects relating to health and safety.  
We should ensure that due thought is given to these aspects, and that we take all possible steps to prevent any injuries as well as give consideration to risks. This allows us to promote the value of educational visits and make them successful, stimulating and fun

Purpose

The purpose of the policy is to remind staff about the importance of planning a school visit and how to plan a visit in accordance with DfE and HSE guidelines. The policy will enable staff to protect children from any possible risks and dangers.

These guidelines and processes have been written based on information available at the time of writing based on the DfE and HSE websites and publications.

HSE http://www.hse.gov.uk/services/education/school-trips.htm  

HSE – Tackling Health and Safety Myths
DfE https://www.gov.uk/government/publications/health-and-safety-advice-for-schools 

DfE – Advice on Health and Safety
What does the DfE state?
What does assessing and managing risks mean?

Health and safety law requires the employer to assess the risks to the health and safety of staff and others affected by their activities. The terms risk assessment and risk management are used to describe the process of thinking about the risks of any activity and the steps taken to counter them. Sensible management of risk does not mean that a separate written risk assessment is required for every activity.

School employers should always take a common sense and proportionate approach, remembering that in schools risk assessment and risk management are tools to enable children to undertake activities safely, and not prevent activities from taking place. Sensible risk management cannot remove risk altogether but it should avoid needless or unhelpful paperwork.
Some activities, especially those happening away from school, can involve higher levels of risk. If these are annual or infrequent activities, a review of an existing assessment may be all that is needed. If it is a new activity, a specific assessment of significant risks must be carried out. Headteachers should ensure that the person assigned with the assessment task understands the risks and is familiar with the activity that is planned. Where a risk assessment is carried out the employer must record the significant findings of the assessment.

However, schools need not carry out a risk assessment every time they undertake an activity that usually forms part of the school day, for example, taking pupils to a local venue which it frequently visits, such as a swimming pool, park, or place of worship. Any risks of these routine activities should already have been considered when agreeing the school’s general health and safety policies and procedures. A regular check to make sure the precautions remain suitable is all that is required.

DfE - Health and safety: advice on legal duties and powers (2014)
What does the HSE state?

For staff and school…

HSE fully recognises that learning outside the classroom helps to bring the curriculum to life – it provides deeper subject learning and increases self-confidence. It also helps pupils develop their risk awareness and prepares them for their future working lives. Striking the right balance between protecting pupils from risk and allowing them to learn from school trips has been a challenge for many schools, but getting this balance right is essential for realising all these benefits in practice.

Striking the right balance means that:

· schools and staff focus on real risks when planning trips;

· those running trips understand their roles, are supported, and are competent to lead or take part in them;

· the real risks are managed during the trip; and

· learning opportunities are experienced to the full.

Striking the right balance does not mean that:

· every aspect is set out in copious paperwork that acts as a security blanket for those organising the trip;

· detailed risk assessment and recording procedures aimed at higher-risk adventure activities are used when planning lower-risk school trips;

· mistakes and accidents will not happen; and

· all risks must be eliminated.

It goes on to state for schools…

Schools need to ensure that the precautions proposed are proportionate to the risks involved, and that their paperwork is easy to use. They should also take account of the assessments and procedures of any other organisations involved, and ensure that communications with others are clear.

The school’s arrangements for trips should ensure that:

· risk assessment focuses attention on real risks – not risks that are trivial and fanciful;

· proportionate systems are in place – so that trips presenting lower-risk activities are quick and easy to organise, and higher-risk activities (such as those involving climbing, caving or water-based activities) are properly planned and assessed;

· those planning the trips are properly supported – so that staff can readily check if they have taken sufficient precautions or whether they should do more.

The HSE continue by stating that for parents…

Staff running school trips should clearly communicate information about the planned activities to colleagues and pupils (and parents, where appropriate). This should explain what the precautions are and why they are necessary, to help ensure that everyone focuses on the important issues.

It is important that those running school trips act responsibly by:

· putting sensible precautions in place, and making sure these work in practice;

· knowing when and how to apply contingency plans where they are necessary;

· heeding advice and warnings from others, for example those with local knowledge or specialist expertise (especially in respect of higher-risk activities).

HSE - School trips and outdoor learning activities (online linked to above publication)

Guidelines

Taking all these points on board it is important that staff should approach the planning of a school visit, and the visit itself methodically; seeking advice from the Educational Visits Coordinator and/or Headteacher where necessary. 
This includes:

· Setting out a plan showing the educational benefits of the visit which has the approval of the headteacher
· Adhere to the schools Charging Policy

· Include in the plan an initial risk assessment and a specific risk assessment for identified risks
· Ensure that the plan complies with regulations provided by the DfE and HSE
· Identify the adult staff and suitable helpers needed 
· Where relevant, use the online tool, Evolve, to record visits and gain authorisation

· Whilst on a visit assess each situation and make dynamic risk assessments according to the conditions and potential risks at that time.
· Make appropriate and adequate preparations for emergencies

· Arrange for routine contingencies, including first aid, and arrange for clearly understood delegation 

· Copies of all plans and risk assessments should be given to the EVC and/or headteacher
· Review the visit and advise the EVC and/or Headteacher when adjustments must be made

What Level of Risk Assessment?
Risk assessments for local walks, visits, day trips and residential trips all require a risk assessment to be completed.  But, what level do they need to be? By level - we mean what process is required.

There are several different options and the list below gives an indication or a guide to the process that could be followed once the risk assessor has considered the overall risk.

	Risk Assessment Processes
	What for?

	EVOLVE via the ‘Local Area Visit’ module.   


	Visits/activities within the ‘Local Learning Area’ that are part of the normal curriculum and take place during the normal school day – see further details below

	FULL EVOLVE - Use risk assessments that need to be added to the online portal for risk assessments called Evolve
	Use for trips that involve coach travel, visits to museums, large open sites, etc


Local Visits
Visits/activities are within the ‘Local Learning Area’ that are part of the normal curriculum and take place during the normal school day follow the Operating Procedure below.
These visits/activities:
· must be recorded on EVOLVE via the ‘Local Area Visit’ module.   

· do not require parental consent as parents agree to local visits as part of the home/school agreement however, parents will be informed in advance that the visit is taking place
· do not normally need additional risk assessments / notes (other than following the guidance below).

The boundaries of the Local Learning Area includes, but is not limited to, the following frequently used venues that are in walking distance: e.g.
· Trips to The Edge – National Trust, Alderley Edge
· The Alderley Edge Park

· Alderley Edge village including the shops – from Brook Lane to Chorley Hall Lane
· Alderley Edge sporting venues – cricket club, tennis clubs and hockey club

· Alderley Edge churches – St Phillips and the Methodist church

· Alderley Edge School for Girls
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Map of boundary of local area
The following are potentially significant issues/hazards within our Local Learning Area:

·
Road traffic
- 
Other people

- 
Social distancing

- 
Animals
·
Losing a pupil.

·
Uneven surfaces and slips, trips, and falls.

·
Weather conditions.

·
Activity specific issues when doing fieldwork (nettles, brambles, rubbish, etc)
- 
Narrow footpaths or pavements
These are managed by a combination of the following:

·
The Head or Deputy must give verbal approval before a group leaves

·
Only staff judged competent to supervise groups in this environment are approved. 
A current list of approved staff is maintained by the EVC and office.

·
The concept and Operating Procedure of the ‘Local Learning Area’ is explained to all new parents when their child joins the school, and a synopsis is in the School Prospectus.

·
Regular handwashing or regular hand sanitising is in place

·
Students are briefed on keeping their distance from members of the public

·
The selected route takes the least busy option

·
School visit rations will be adhered to (see table below)
·
The SAGED model will be used (Staff, Activity, Group, Environment, Distance from base) will be used to inform ratios

·
Staff are familiar with the area, including any ‘no-go’ areas, and have practiced appropriate group management techniques

·
Pupils have been trained and have practiced standard techniques for road crossings in a group.

·
Children are fully briefed on what to do if they become separated from the group, this is dependent on the location
·
Pupils’ clothing and footwear is checked for appropriateness prior to leaving school

·
Staff are aware of any relevant pupil medical information and ensure that any required medication is available.

·
Staff will either record the activity on EVOLVE (Local Area Visit module), and will leave a completed ‘Signing out’ sheet with the office

·
A mobile is taken with each group and the office have a note of the number

·
Appropriate personal protective equipment is taken when needed (eg gloves, facemasks bag for waste, tissues etc.) 

IMPORTANT  - Specifics to Alderley Edge
·
When crossing the bridge on Chorley Hall lane children MUST be in single file

- 
When passing the Alderley Edge Cricket Club on the way to Squirrel Jump children MUST be in single file
- 
When crossing railway bridge on London Rd be mindful of pedestrians and may need to use single file
Next of Kin

The DfE and HSE acknowledge that the vast majority of trips take place with no issues or problems but at AECPS we believe that we should always plan for the worst-case scenario.

Although the leader of any trip will have all the contact details available should an issue relating to a child occur the same is not true for adults.

Staff – The leader on a residential trip must ask each member of staff joining them on the trip for an emergency contact so that in the event of an emergency the staff members contact can be informed.  The staff have the option to provide this on a contact card to be destroyed or with staff permission added to the leaders contact list on their mobile phone. If a staff member wishes to refuse then this should be recorded.
Staff contact details are not required for day trips as, in an emergency, school can be contacted for these details.
Volunteers – The leader must ask all volunteers to complete the contact form in the appendices prior to departure.  If a volunteer refuses to provide a contact then this should be recorded as such on the form.
Visits and Threat from Terrorism

Following the bombing in Manchester in May 2017 an additional checklist (risk assessment) has been put in place and can be found in the appendices.

This must be completed for all trips.
Conclusion

The school staff must conform to the responsibilities as specified.  They must ensure that all pupils or persons under their control are protected from personal injury, health hazards and any possible dangers as far as it is possible to do so.  
Review cycle  - every 3 years

Next review – Sept 2025
Appendices

· Planning Checklist

· Parental Consent Form for an Educational Residential Visit
· Ratios (suggested)
· Risk Assessment Forms - Generic Overview and Risk Assessment for an Individual 
· Letter to Coach Company 
· Code of Conduct

· Evaluation

· Out of School Visit – Information Form for School Office including Contact Form for Volunteers
· Visits and Threat from Terrorism
PLANNING CHECKLIST

Checklists are important both as an aide memoire and as a means of assisting effective preparation.  The following checklist identifies the main elements of visit organisation. The list is not necessarily in sequential order, since planning will depend to some extent on the type of visit.  Nor will all elements apply to all visits.  

CHECKLIST

1. Is a visit necessary on educational and/or social grounds?  Is it the best way of delivering the educational or social aims?

2. Who is the visit for? 

3. What is the purpose of the visit?
4. Where and when do you plan to go?  Is it appropriate to the aims and group?

5. Research?   Consider - area, site, accommodation, company to be used?

6. Do you have approval?  - EVC/Headteacher, governors and, where necessary, the LA.

7. Are adventurous activities or visits to challenging geographical areas involved?
8. Are specific adventure activity guidelines being followed? 
9. Staffing

· Are adequate staffing numbers available?

· Have you checked the ratios recommendations?

· Is their experience appropriate to the visit?

· Voluntary helpers?  Are they appropriate?  Insured? Aware of their responsibilities?

· Is a DBS check necessary?
· Are there any training needs identified?

10.  Have you checked and are you following your internal school procedures? Have you discussed the visit with your school EVC and/or Headteacher?

11. Finance:

· Is a “charge” or “voluntary contribution” involved?

· If so, have you used the correct letter to parents to conform to the School's Charging Policy?
· Accounting:  seek advice from the appropriate school administrative staff.

· Commercial operator or company: financial security?  Package Travel regulations.

12. Insurance and accident reporting:

· Is personal insurance cover for pupils necessary?

· Have you checked any cover automatically provided by, say, a tour company?

· Are parents aware of the insurance position?
13. Parental information:

· Is it necessary to notify parents?  Check this document and school policy

· Have you provided appropriate information for parents?

· Meeting with parents. Do you need one?  Have they given their consent?  (See Appendix ii).

14.  Special Educational Needs and Disability :  Have you taken full account of any children with SEND involved?   

15. Programme:

· Have you a detailed programme, including alternatives for bad weather etc.?

· ‘Free time’ arrangements?

· Adequate supervision at all times? Duty rota?

· Agree standards of behaviour and conduct? 
· Emergency procedures?  

16. Clothing and Equipment:

· Is all clothing and equipment appropriate to the activities and location?

· Have pupils’ essential clothing items been checked?  

17. Medical arrangements:

· Do you have relevant medical information of all pupils on the visit?

· Have you made appropriate medical arrangements, including first aid?

· Are there any special potential health hazards associated with the site?

18. Accommodation:

· Suitability? Checked? Facilities?

· Fire precautions and certification? Fire drill?  Do you know what it is?
19. Transport:

· If using minibuses or private cars are you aware of the driver, insurance and operating requirements?  Age, Minibus Driving Permit, drivers’ hours? 
20.  Travel:

· Appropriate stops, driver hours, eating and care arrangements en route?

21. Visits Abroad:

· Passports? 
· Minibus driving regulations? 
· Insurance? 
· Exchange visits? 
· Cultural issues? 

22. Emergency Contacts and Communication:

· Established appropriate emergency contacts with the establishment and parents?

· Have you set up effective communication procedures with the group?  

23. Review arrangements:

· Is a review necessary? If so, plan in as part of the early planning process.
· Thank you letters; outstanding invoices paid; borrowed equipment returned?
ALDERLEY EDGE COMMUNITY PRIMARY SCHOOL
PARENT / CARER CONSENT FORM

RESIDENTIAL VISIT

To be distributed with an information sheet giving full details of the visit
	Replace this text with visit name, address, postcode 

	Leave Date and Time (approx.)
	Leave Date and Time (approx.)

	Monday dd/mm/yyyy
	xx:xx am
	Monday dd/mm/yyyy
	xx:xx pm


	Parent/Carers Undertaking

	I agree to allow                                                                   
	(print child’s name)
	to go on the above named visit.

	I have read the information sheet I agree to my child’s participation in the activities  described.

	I acknowledge the need for my child to behave responsibly throughout the visit.

	Name of Parent/Carer
	

	Signed
	
	Date
	


	Medical information about your child

	Any conditions requiring medical treatment, including medication? 
	Yes / No

	If yes, please complete details here…


	Food Allergies

	Does your child have any food allergies?
	Yes / No

	If yes, please complete details here…


	Special Dietary Requirements

	Does your child have any special dietary requirements?
	Yes / No

	If yes, please complete details here…


	Allergies

	Does your child have any allergies?
	Yes / No

	If yes, please complete details here…


	Recent Illnesses or Accidents

	Has your child had any recent illnesses or accidents?
	Yes / No

	If yes, please complete details here…


	Medication

	To the best of your knowledge, has your son/daughter been in contact with any contagious or infectious diseases or suffered from anything in the last four weeks that may be contagious or infections?
	Yes / No

	If yes, please complete details here…


	Medication

	Is there any medication your child cannot be given in an emergency? IE : Are they allergic to any medications?
	Yes / No

	If yes, please complete details here…


	Medication

	Has your son/daughter had a tetanus injection?
	Yes / No

	If yes, please complete details including dates here…


	Medical Consent

	I agree to my son/daughter receiving medication as instructed and any emergency dental, medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities present.  
	Yes / No


	GP Information

	GP’s Name  
	

	GP Practice
	

	Contact Details
	


	Contact Details in the case of an emergency

	
	Number
	Full Name
	Relationship to Child

	Mobile
	
	
	

	Mobile
	
	
	

	Home
	
	
	

	Home
	
	
	

	Other
	
	
	

	Other
	
	
	


NB : There is no requirement to provide six sets of contact details – space is provided for those who wish to give additional information.
	Parent/Carers Consent

	Name
	(print full name)

	Signed
	

	Date
	


Please note that…

· This form (or a copy of this form) WILL be taken by the group leader on all parts/aspects of the visit

· A copy will be retained on the school site for emergency purposes

· All copies will be destroyed (shredded) once the trip is finished

Ratios
Ratios, where included, are recommended not statutory.  If the number of students per leader is to be exceeded, it is recommended that the decision is recorded as part of the risk assessment. It may be appropriate to reduce the number of students per leader: for example, if group members have particular behavioural or physical needs, or if weather conditions are not favourable on the day.  
	GENERAL ACTIVITIES

	Activity
	Age of pupils
	Group leader
	Recommended ratio
	Qualification if necessary
	Desirable

	Local visit
	Reception
	1
	5
	Previous experience
	Adult helper

	Local visit
	Years 1 to 3
	1
	6
	Previous experience
	Adult helper

	Local visit
	Years 4 to 6
	1
	15
	Previous experience
	Adult helper

	Residential visit
	As above
	1 (2 staff as a minimum)
	10
	Previous experience
	Adult helper

	Visits abroad
	As above
	2
	10
	Previous experience
	

	Swimming in public pool
	All years
	1
	20
	Previous experience
	Adult helper

	Swimming in recognised bathing location
	All years
	2
	8
	Lifeguard qualification
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	Visit to:
	Leader in charge of visit:
	Carried out by:

	
	
	

	Dates of visit:
	Persons considered in the assessment:
	Date of assessment:

	
	
	


	POTENTIAL HAZARDS
	CONTROL MEASURES to be considerED
	establishment Specific control measures,

ARRANGEMENTS AND/OR ACTIONS TO BE TAKEN BY

	1 ENVIRONMENTAL

   ISSUES  e.g. Weather
	· Weather forecast checked were appropriate
· Activities programme amended where necessary
	

	2  TRANSPORT

e.g. vehicles, drivers, arrival and departure of vehicles, breakdowns
	· Driving hours limited, with back-up driver on long journeys

· Appropriate car child restraint used at all times

· Marshalling as group leaves coach, etc

· Appropriate stops for eating and care arrangements en route

· LA guidance on transport in private cars, minibuses, and public transport followed.
	


	3
EQUIPMENT CLOTHING SUBSTANCES
	· All clothing appropriate to the activities and location, including the use of weatherproof clothing

· Appropriate footwear worn

· Special equipment checked

· All equipment appropriate to the activities and location
	

	4
ACTIVITIES and PROCEDURES

e.g. Programme of activities, down time


	· Detailed programme, including alternatives for bad weather

· ‘Down time’ arrangements

· Adequate supervision at all times, with a duty rota in place

· Agree standards of behaviour and conduct

· Equipment suitable for activities and abilities of young people
	

	5
SUPERVISION COMPETENCE DISCIPLINE


	· Prior assessment of Leaders and helpers in relation to the visit, the young people involved and the activities taking place

· Supervision ratio to keep sufficient check on all the party- including accompanying children other than young people

· Code of conduct established and maintained

· Adequate staffing numbers available

· Appropriate voluntary helpers used and fully briefed on their responsibilities

· Police check for helpers under the Child Protection Act
	


	6
OVERALL PLANNING MONITORING AND CONTROL

e.g. Accommodation

· Emergency Contacts and Communication

· Insurance

· LA Notification

· Medical Arrangements

· Parental Information

· Research

· Special Needs

· Visits Abroad


	· Only suitable accommodation used and checked for appropriate facilities.  Fire precautions and certification checked and a fire drill carried out
· Emergency arrangements include carrying the contact numbers for all the participants, the emergency contact person at the establishment and for emergency services maintained by the Leader of the party

· Mobile telephone available for emergency use

· Established appropriate emergency contacts with schools or establishments and parents

· Critical incident procedure functions properly

· Set up effective communication procedures with the group
· Insurance cover checked and parents informed of the limits of cover provided
· Prior approval/notification of adventurous activities, overseas visits or visits to challenging geographical areas

· Specific adventure activity guidelines being followed

· All relevant medical information of all participants maintained

· All appropriate medical arrangements, including first aid

· Special potential health hazards associated with the site
· Is it necessary to notify parents?  Check this document and local policy

· Have you provided appropriate information for parents

· Meeting with parents

· Parental Consent

· Do you need and have they given their consent
· Researched the area, site accommodation, company

· Pre visit carried out
· Full account taken of any special needs involved


	

	Other
	
	


A COPY OF THIS RISK ASSESSMENT, WITH VISIT SPECIFIC CONTROL MEASURES IS TO BE PROVIDED TO THE EVC, HEADTEACHER/MANAGER
 (AND WHERE APPROPRIATE, THE LA)

	Parent/Carers Consent

	Name
	(print full name)

	Signed
	

	Date
	


RISK ASSESSMENT FOR INDIVIDUAL

	Alderley Edge CP School
	RISK ASSESSMENT FOR:
	CARRIED OUT BY:
	

	
	
	
	

	DATE:
	ANY PREVIOUS ASSESSMENT FOR THIS ACTIVITY CARRIED OUT:
	

	
	YES / NO
	


	Details of Activity
	Persons considered


Identify who could be at risk i.e. young people, staff, visitors, etc.

	
	

	Hazards identified with this activity

Identify what could reasonably cause harm and how. 
	Precaution’s / Control Measures required

After considering the hazards, decide on suitable control measures for each significant hazard and list below.

	
	


	The risk is acceptable and no further action beyond those currently in place and listed above is required
	Yes / No

	Further action is required to reduce the risk further
	Yes / No


	ACTIONS REQUIRED
	By Whom
	When

	
	
	

	
	
	

	
	
	

	Signed
	

	Date for Next Review
	

	Copy of this assessment to be kept on file and a copy given to the Headteacher and/or attached to Evolve


ALDERLEY EDGE COMMUNITY PRIMARY SCHOOL     

 Church Lane, Alderley Edge, Cheshire  SK9 7UZ

	tel:  01625 704 510                    email: admin@aecps.org
	    Headteacher:  Christopher P. Perry

	
	


REQUEST FOR COACH PRICE

To

:


Date

:

Please provide a price for the following:

Date of Outward Travel

:
…………………………………………………………...

Size of Coach


:
…………………………………………………………...

Time of Departure

:
…………………………………………………………...

Time of Arrival at destination
:
………………………………………………..[if known]

Departure Address

:
 as above / or …………………………………..............

Destination


:
…………………………………………………………...

Destination Address

:
…………………………………………………………...

Date of Inbound Travel [if different from outward]  ……………………………………………….

Destination Address

:
…………………………………………………………...

Time of return departure
:
…………………………………………………………...

Time of arrival at destination
:
………………………………………………..[if known]

Signed
:

Please print name:
……………………………………………………

Alderley Edge Community Primary School
Code of Conduct
Each child should:

· Observe normal school rules

· Co-operate fully with adults at all times

· Complete any tasks given before or during the visit

· Take part in all activities during the visit [unless leaders notified of medical conditions restricting participation]

· Be punctual at all times

· Not leave group or accommodation without permission

· Avoid behaviour, which might inconvenience others

· Be considerate at all times

· Respect all requests made by staff and accompanying adults

· Behave at all times in a manner, which reflects well upon themselves the group and the school

· Follow the rules and regulations of the places visited

· Accept that a full written report of any misconduct will be forwarded to the Headteacher and to their parents/guardians

I agree to follow this Code of Conduct

	Child

	Name
	(print full name)

	Signed
	

	Date
	


I have read The Code of Conduct

	Parent/Carer

	Name
	(print full name)

	Signed
	

	Date
	


Evaluation of Visit Form

Alderley Edge Community Primary School

To be completed by the Visit Leader.  This form should also be used to inform future planning.

	Visit Leader
	

	Venue   
	

	Date(s) of visit   
	

	Purposes(s) of Visit         
	

	Provider used                   
	

	Number in Group             
	
	Boys
	
	Girls
	

	Please comment on the following features
	Rating out of 10
	Comment

	Provider’s pre-visit organisation
	
	

	Travel Arrangements
	
	

	Content of education programme provided
	
	

	Quality of instruction and learning
	
	

	Equipment
	
	

	Suitability of Environment
	
	

	Accommodation
	
	

	Food
	
	

	Evening Activities
	
	

	Courier / representative
	
	

	Other evaluation and comments including ‘close calls’ not involving injury or damage
	
	


If you feel that the Local Authority should know about any other issues/problems arising out of the visit, please make the Headteacher aware.
	Visit Leader

	Name
	(print full name)

	Signed
	

	Date
	


 ALDERLEY EDGE COMMUNITY PRIMARY SCHOOL

OUT OF SCHOOL VISIT – INFORMATION FORM FOR SCHOOL OFFICE

Page 1 of 2
	Leader’s Name
	

	Contact Number
	

	Name/s of staff     on visit
	

	Year Group on visit
	

	Number of children on visit
	

	Date
	

	Approx. time of arrival back at school
	

	Place of Visit
	

	Address including postcode for place of visit
	

	Telephone number for place of visit
	

	Coach Company used for travel
	


THIS FORM SHOULD BE LEFT IN THE SCHOOL OFFICE
BEFORE 
ANY CLASS OR GROUP OR INDIVIDUAL CHILD LEAVES SCHOOL

ON A VISIT / TRIP / SPORTING EVENT

Alderley Edge Community Primary School

Contact Form for Volunteers

Page 2 of 2
	Volunteer
	Emergency Contact
	Contact Numbers

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please note that…

· This form will be retained on the school site for emergency purposes

· It will be destroyed (shredded) once the trip has finished

VISITS AND THREAT FROM TERRORISM

VISIT TO:



DATE:


LEADER: 

YEAR:


During the visit

Be vigilant and aware of your surroundings – know where the exits are and where you would run to.

Be aware of the possibility of suspicious items. See point 5 the 4Cs using the link below

https://www.gov.uk/government/organisations/national-counter-terrorism-security-office
When staying at any place for more than 30 minutes, identify emergency meeting points in case the group is forced to move and becomes split.

Avoid congregating too long around entrances to major public sites.

Be aware of the ‘Stay Safe’ principles: ‘Run, Hide, Tell’ and know what to expect if you encounter armed response officers - see point 2 in ‘recognizing the terrorist threat’: http://tinyurl.com/pp4fxmu
When visiting crowded places such as a major city, venue or event, where the risk of attack may be greater, consider and record your response to the following points…

	1. Do you know where there are possible safe areas or venues, near where you intend to be, that you could use as an emergency shelter?
	Yes
	
	No
	

	If yes, make sure all adult helpers know too.

	If no, then check and record the action at the end of this assessment.

	

	2. Have you planned to minimise waiting time at busy venues. 
IE: Where to wait and gather for head counts.
	Yes
	
	No
	

	If yes, make sure all adult helpers know too.

	If no, then check and record the action at the end of this assessment.

	

	3. Have you considered how to minimise queuing times (such as not carrying unnecessary items) to speed up search and entry.
	Yes
	
	No
	

	If yes, make sure all adult helpers know too.

	If no, then check and record the action at the end of this assessment.


	4. Have you planned to ensure all staff phones are charged?
	Yes
	
	No
	

	If yes, make sure all adult helpers know too.

	If no, then check and record the action at the end of this assessment.

	

	5. Do all leaders have all group information? 
	Yes
	
	No
	

	If yes, make sure all adult helpers know too.

	If no, then check and record the action at the end of this assessment.

	

	6. Have you prepared a contact card for all participants giving a number to call if separated from the group, and the name and telephone number of our school?
	Yes
	
	No
	

	If yes, make sure all adult helpers know too.

	If no, then check and record the action at the end of this assessment.

	

	7. Have you planned how you would get away in an emergency, bearing in mind that the direct route and planned transport might no longer be an option.
	Yes
	
	No
	

	If yes, make sure all adult helpers know too.

	If no, then check and record the action at the end of this assessment.

	

	8. Have you planned for the possibility of an enforced overnight stay and what this might entail – for example do you need a reserve of any critical medication?
	Yes
	
	No
	

	If yes, make sure all adult helpers know too.

	If no, then check and record the action at the end of this assessment.

	

	9. Have you planned to ensure that all the children will have a sticky label with the school name and contact details on it?
	Yes
	
	No
	

	If yes, make sure the children wear them.

	If no, then print them off and use them with the children.


Actions

	
	Is an action required?

If not, then write n/a.

If required – record what is will be done and when.
	Has the action been completed?

Sign and date

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	


PERSON COMPLETINING THE FORM’S NAME:

SIGNED:



DATE:
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